


NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Procurement Clerk POSITION
NUMBER 01-0114 JOB SERIES: 1106 PAY LEVEL: NF-1 Summary of Duties:
Performs clerical duties in the routine operation of the Purchasing office by preparing, verifying, and completing
procurement documents. Updates computer records, prepares purchase order work sheets, and price change source
documents. May research discrepancies involved in reconciliation of vendor invoices to purchase orders or
notification from vendor.
Performs other related duties as assigned.
Minimum Qualifications:
Must have the ability to operate various office machines to include typewriter, adding machine, calculator,
duplicating machine and CRT. Must be able to learn procurement terminology and procedures. Six months of
experience is preferred.


